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Introduction

This guide is intended for all users of the School Infrastructure Database (SID). The SID Data Field
Descriptions and any addenda posted to the SID Web page should be used with this User's Guide. This
guide explains the process of using the SID Application, as well as how to properly enter and submit data
via the SID Online Application.

General Information
What data are entered into the SID?

Data submitted by school districts via the School Infrastructure Database include information about safety
practices and incidences of crime in public schools, Title | Schoolwide Programs, Dual Enrollment and
Alternative Education Services.

When is the SID due?

Your district's SID submission is due to CEPI by June 30; however, the SID will remain open through
11:59 p.m. on July 2, 2007, as June 30 falls on a weekend.

Application Startup and Security
Authorized User — Your MEIS Account

The SID Application is available to authorized users only. To become a SID authorized user, you must
first obtain an MEIS account. If you do not have an MEIS account, go to the MEIS Web site at
https://cepi.state.mi.us/MEIS. You may use the same MEIS account number for all MEIS applications.
A separate security agreement is required for each MEIS application.

All questions concerning your MEIS account number and/or password should be directed to the
Department of Information Technology (DIT) Client Service Center, at 517-335-0505 or Help-
Desk@michigan.gov.
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Create your MEIS Account

To create your MEIS account number and password, go to the MEIS Web site at:
https://cepi.state.mi.us/MEISPublic.

The following screen will appear:

Welcome to the
MEIS User Management System

MEIS Accounts are used to access
MEIS

web-based applications bearing this
logo:

User Management
3 System 3

Questions & Answers regarding MEIS User Management

[ you are new to the MEIS systemn, and were asked to obtain an MEIS account, H i H
please select the link (below on the left) labeled: Create an MEIS Account Follow the d_l rections on this
page to obtain your MEIS

If you have already created an MEIS account and would like to adjust your
account settings {i.e. change your MEIS password, adjust address info, etc.) account or to update your

please login with the MEIS Login box provided (Delow on the right). MEIS account information.

If you DO NOT HAVE an MEIS If you HAVE an MEIS Account, please
Account: login:

MEIS Login
To obtain an MEIS account, Login I—
Mease select the Link below: )
Password:l
Create an MEIS Account M

Return to the MEIS Main Menu

Need help with your MEIS Account or Password?

MEIS Account or Password

If you have any problems with your MEIS account or password while you are using the SID on the MEIS
system, please contact the DIT Client Service Center, at (517) 335-0505 or via e-mail at Help-
Desk@michigan.gov.

Updating an MEIS Account E-mail Address or Phone Number

It is important for the MEIS user information to be current. E-mail messages are sent to all authorized
users of an application. Therefore, it is imperative for all MEIS users to keep their e-mail addresses
current in their MEIS accounts. Because it is sometimes necessary for an individual from the state to
contact an authorized user by telephone, each authorized user's phone number must be kept current as
well. If an update is necessary for an authorized user's e-mail address or phone number, please do the
following:

Update an MEIS account at https://cepi.state.mi.us/MEIS.
a. Click on the MEIS logo.
b. Loginasan MEIS user.
c. Click on "Edit Personal Information."
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d. Click on "Save Changes" to update your account.
e. Click on "Return to the MEIS User Management Main Menu."
f. Log out of MEIS.

Security Agreement

After you have established your MEIS account, the next step is to download the SID Security Agreement
from either the MEIS Web site at www.michigan.gov/meis, or from the MEIS Data Services page on the
CEPI Web site, at www.michigan.gov/cepi. Click on "MEIS Data Services," and then click on "School
Infrastructure Database.”" The Security Agreement is located under the heading, Submit SID Data to
CEPI. After you have security access to the SID, you are ready to begin.

Note: A district may have more than one authorized user for the SID; however, each user must have an
MEIS account number and submit a separate SID Security Agreement.

Submit SID Data to CEFPI

: < Click here on the Web
+ SID Secunwﬂureement < site to obtain a copy of
+ SID Application the SID Security
Agreement.

SID Content Information

For questions regarding SID content, please e-mail CEP1@michigan.gov or call the customer support
staff at 517-335-0505. A help ticket will be created for you so that the appropriate person can answer
your question.

Detailed Information about the SID

For detailed information about the SID, please visit the CEPI Web site at www.michigan.gov/CEPI. Click
on "MEIS Data Services," and then click on "School Infrastructure Database.”" Refer to the items listed
under SID Help.

SID Help

e EOY 2007 SID Worksheet
e About Pop-up Blockers and
Opening CEPI Applications SID Help
SID EOY 2007 FAQs
Dual Enrollment FAQs /
SID EQY 2007 User's Guide

How to Join the SID Listserv
Brower and System Suggestions
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SID Data Field Descriptions

A copy of the SID Data Field Descriptions may be obtained from the CEPI Web site at
www.michigan.gov/CEPI. Click on "MEIS Data Services," and then click on "School Infrastructure
Database.” The SID Data Field Descriptions can be found under the heading, SID Data Manual. Be
sure to check the Web site for any addenda that may be posted through the submission period.

SID Data Manual

« EOY 2007 SID Data Field

Descriptions «—
* EOY 2007 SID Recaord

Layout

Be sure to print copies of each item
listed under SID Data Manual.

SID Online Application

Accessing the SID Online Application

The SID may be accessed through the CEPI Web site at www.michigan.gov/cepi. Click on "MEIS Data
Services," and then click on "School Infrastructure Database.” Click on "SID Application™ under the
heading, Submit SID Data to CEPI.

Submit SID Data to CEFPI

« SID Security ﬂurgement A ——"
« SID Application ™~ ccess the pplication.

Help at Your Fingertips

The SID Application has a new look. The application has been redesigned to align with e-Michigan
standards for the state of Michigan Web applications. The functionality of the application is basically the
same; however, the appearance of the Web pages has been updated to a more user-friendly view. Help
aids are now available at your fingertips as you work through the application. Users will find hyperlinks
to current versions of the SID FAQs, User's Guide, Data Field Descriptions, and any addenda that have
been posted for the current submission.

MEIS Login Screen

After you click on the SID Application, the following new screen will be displayed. Enter your MEIS
login and password:
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3 i
o 'IO‘ - - - . - ., v =
XK X LentergorkducatonaliPerformance Ralnformation @ ich M

—

Michicgan ciow Home CEP| Home | SID FAGS | SID User Guide | Cortact Help Desk

School Infrastructure Database

Login to the SID MEIS Login Enter your Login
The Schaal Infrastructure Database (SI0), operated and maintained by the User Name: <4
Center for Educational Performance and Infarmation (CEPI), is used by Patowiod: ¢ and Password .

school districts to submit information to the state of Michigan about schoal

safety practices, incidences of crime, Title | Schoolwide Programs and Dual Lagin
Enroliment. The data collected in the SI0 are used to produce reports for
the U.S. Department of Education and the Michigan Department of Fargot your passward?

Education

District superintendents designate authorized users of the SID to submit
data. Authorized users must have a Michigan Education Information
System (WMEIS) account and have completed and submitted a signed

security agreement for the SID. Authorized users may reguest, review and K 3
= VariSign

submit building data and view reports.
|

Far rnore infarmation, please choose fram the following nptlnﬁ

» SID Data Field Descriptions
» SID Addendum G

» SID User Guide

e SIDFAQs EEE

e SID Security Agreement Form R
® Obtaining a MEIS Account

To enter your password into the login screen:

Click in the Login box.

Type your Login Name.

Press the Tab key to go to the Password box or put your cursor in the Password box.
Type your password.

Click on the Login button.

agrwdE

If you need more information, or if you have entered your name and password correctly and access is
denied, please contact the DIT Client Service Center at 517-335-0505, or via e-mail at Help-
Desk@michigan.gov.

System Logs Out User

The login is needed to establish your identity and allow access rights to the database information. Please
remember that your session is tracked. Your login name and password are valid as long as you have been
active on the screen within the last 20 minutes. If your connection has been inactive for a period of 20
minutes, your access authorization ends, and you must log in again. Any pending information you have
entered will be lost and must be re-entered when you log in again. Be sure to click on "Save Data for this
School/facility" after you enter data for each field. The following screen will appear when you are logged
out of the SID Application because of inactivity for 20 minutes:

L7 g Ufﬂ - - - " - . - -
X l LEMETgorcducatonal Eeriormance Sqlmormation
Mic:hi_ an.goy Home CEFl Hame | SID FAGE | SID Lser Guide | Contact Help Desk

SID - Logged Out

You have been automatically logged out of the systern due to inactivity for 20 minutes. This is for security purposes. Please
log in again.

SID Login Page

CEPI Horme Page
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Help Features

SID users may now access resource materials such as the "SID FAQs,” "SID User's Guide," or the
"Contact Help Desk" link on each Web page. Click on the item you wish to view, and it will open in a
separate window without logging you out of the application.

5wl
A ‘}( l LENtergoraciucanona)

Michigan.gow Home

School Infrastructure Database

Login to the SID MEIS Login

The School Infrastructure Database (3I0), operated and maintained by the User Nnme:| |
Center for Educational Performance and Information (CEPD, is used by
school districts to submit information to the state of Michigan about school
safety practices, incidences of crime, Title | Schookwide Pragrams and Dual
Enrollment. The data collected in the SI0 are used to produce reports for
the U.5. Departrment of Education and the Michigan Department of
Education.

Passworid:

Login

I.._
Forgot your password?

District superintendents designate authorized users of the SI0 to submit

data. Authorized users must hawve a Michigan Education Information
System (MEIS) account and have completed and submitted a signed
security agreement for the SI0. Authorized users may request, review and
submit building data and view reparts.

Need help with

0 your password?

—— | Click here.

ore information, please chofadrom the following options:

SID Data Field Descriptions
SID Addendumn

SID User Guide

[ ]

: “— For direct access to customer
e SIDFAQs B

[ ]

]

support materials, click on a link.

l

Michigan.gov Home | CEPI Home | 10 FAQs | $I0 User Guide | Contact Help Desk
State Wish Sites | fecessibiity Policy | Pivacy Policy | Link Policy | Security Policy
Copyright (@ 2005 State of hichigan

SID Security Adreement Forrm
Dbtaining a MEIS Account

End-of-Year 2007 Submission Page 9 of 28



MEIS/School Infrastructure Database (SID)/Application User's Guide

SID Welcome Screen

The Welcome page in the SID contains general information about the SID data submission. It also
contains a list of the district(s) to which you have access for data submission purposes. A separate
security agreement is required for each district. If you should have access to a district and it is missing
from the list, submit a security agreement for the district in order to gain access. If schools/facilities are
missing from the My School/Facilities list, verify that the School Code Master information is up-to-date
for that district. The Welcome Screen contains a link to the security agreement form.

Click here to obtain
security agreement
form.

Welcome to the School Infrastructure [Dati

Currant Cistrict: Spacity Cletrct Balow

get |:l|1r1¢t:|

y 3
, and administrative unit(s) for which wou are an

=, facilties, and administrative units, one distict is
r which wou are an awthorzed user, select the district

The "Wwhy Schools/Facilties” section below indicates the distict(s), schooll:
authonzed user. If wou are the authonzed user for multiple disticts, sch
listed when ywou log in to the 510 Application. To access other districts
from the drop-down meng.

If there are districts mizsing from your list, please submit 3 securty 3greement for the district.

If schoolzifacilties are missing from the list for a district, verify that the School Code hissteris up to date for that district.

Data submitted by school districts new!
via the School Infrastructure Bulk Upload Click here to
BEIELEECRENMRLE IR GIGT BN  To submit your 510 data for all of your distriet's schoslsifacilities via 3 tab-delimitad file, thoose the bulk uploa
about safety practices and * Coming Soon! access the

incidences of crime in public School Code
schools, Title | Schoolwide
Programs and Dual Enrollment. IR NN RS NS TTTES Master.

The SID also has the capability to
include information about
technology (hardware, networks,
connectivity, distance leaming, efc)
structure (physical construction,
capacity and use elements).

To submit wour 510 data for a schoolfacility using the online submission form, click the schoolffacility name below:

Points to remember:
# Beqin your submission by clicking a link for 3 schoolffacility . The submission screen will appear. Al fields appear on
One Screen.
# [istricts may submit one field at a time if desired. Howewer, be sure to sawve your data submission prior to exiting the
lzorn Legend 510 Application each time. Click on "5awe Data for the SchooldFacility " located at the bottom of the submission
screen, to save your data submission.
# [istricts are not required to submit @ summary of all their schoolsffacilties. Districts are required to submit data for
each schoolfacility listed, including the central administrative office.
# [istricts are not required to submit data separately forthe central administrative office if it shares physical space
with another schoolifacility. “ew the instructions for more information.

SUMMany report for

The Red "'x"'(x), the Green Check Mark (v),
and the Report Icon B

Each school/facility listed has a red "x" (¥) following the name of the school/facility. The red "x" (¥)
indicates that the submission is not complete. After a field has been completed and saved, a green check
mark (v) will appear to the left of the field on the submission screen. After all fields have been submitted
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for a school/facility, a green check mark (=) will appear next to the school/facility name on the Welcome
screen. When all schools/facilities listed for your district have green check marks (+), your district's

submission is complete. To review the data your district has submitted, click on the report icon E| to the
left of the school/facility's name.

As a reminder, data must be submitted for each field, even if there were no reportable incidents. Some
fields in the SID require a "Yes" or "No" response. Some fields require a numeric response. If a

school/facility has no reportable incidents, report a value of zero (0") when a numeric entry is required.
Blank fields will be determined as "incomplete.”

The Red ""X"(¥)

Crime & Safety

X Fiefer=—semrorsmen-rree
5 r T . .
Indicate with a Yes or Mo whether the safety practice has been implemented in your school aver the prior schaoaol The red X (HI ) Indlcates
year, Questions 20 and 21 are requirements of the Federal Gun-Free Schoals Act Report, Indicate with a ves ar Mo - . - -
whether your school is in compliance with the law, that the fleld Submlsslon IS
Tes No
warning codes used to alert faculty of a critical incident () () nOt Complete
Tactical evacuation route for students or entry routes for emergency support teams [ &] [ &]

The Green Check Mark (v)

Crime & Safety
The green check mark (v)
v Field 1: School Safety Practices

indicates that the field
Indicate with a Yes or Mo whether the safety practice has been implemented in your school aver the prior school

year, Questions 20 and 21 are requirsments of the Federal Gun-Free Schools Act Report, Indicate with a Yes or No submission is Complete.
whether your school is in compliance with the law,

te

School/facility Submission Complete

The green check mark (+)

(= Donley Elementary School v <«——1 indicates that the school's

(= East Lansing High School v submission is complete for

[ East Lansing School District Central Administrative Office v all the fields in the SID.

Bl Glencairm Schol v e .-

QMacDunam Middle Schaal X «—] The red "x" (¥) Indlca_tes_

that the school's submission

\Click on report icon to review is not complete for all fields
data submission. in the SID.

When all the schools/facilities in your district have green check marks (+'), your submission is complete.
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Beginning your SID Submission

Welcome Screen

Click on the school/facility or administrative unit on the Welcome to the School Infrastructure Database
screen to view the submission screen.

My Schools/Facilities

To submit your SID data for a schoolfacility using the online submission form, click the
schoolfacility name below:

D MEC Adult and Alternative Education X

(3 Pottenville Elementary Schoal Click on the school/facility
2 potterville High School <« name to open the

(2 potterville Middle Schoal submission screen.

D Fotterville Puhblic Schools Central Administrative Office X

Verification of the School Code Master (SCM)

When a school/facility is selected from the district list, the School Code Master Verification page will
appear. Please have your School Code Master authorized user verify that the School Code Master
information is accurate and up to date. The data entry form will be displayed after you click on one of the
three selections, as illustrated below.

During each submission cycle of the SID, each district will be reminded to verify that its School Code
Master information is accurate and up to date. The SCM authorized user for your district should verify
that the information about your district and schools/facilities is correct prior to each submission. After
verification, you may proceed to submit your data. The following message will appear on the screen the
first time the SID authorized user attempts to access each one of the district's schools/facilities in the SID
Application each submission cycle:

| 2 S : : . o [f: . 2yl 5
A X LEMEergorEaucatonal e ormance Sl normanton [ Michigan.aou
-

— ki
Michigan goy Home CEPl Home | SID Home | SID FAGs | SID User Guide | Cortact Help Desk | Lotout
School Code Master Verification
Attention:

Before entering your data for this building into the SID, please verify that your School Code Master (SCM) information
is accurate and up-to-date. The School Code Master is the state of Michigan's database for official building
information: district and schoolfacility codes, administrator name(s), address, phone number, etc. These data are
the central link to all data collected by the Center for Educational Performance and Information (CEPI). If the data
maintained in the School Code Master ars not accurate and up-to-date, you may have difficulty submitting other data
to the State

Step 1: To verify your district's School Code Master recards, please point your browser to
http:#feepi.state. miusfscm and locate your district's infarmation.

Step 2: If any of the infarmation requires updating, please log in to the School Code Master as an authorized user
and make any necessary changes. If you are not an SCM authorized user for your district, please contact one of the
fallowing people (or contact the Help-Deski@michigan.gov if these people cannot be located):

|Name |Ermail Address |Phone Numher‘

) R After the authorized user
SCM Authorized User for District Listed

: i for the district has
Step 3: After verification of your School Code Master information is completed, you may continue entering your
building’s crirne & safety, Title |, and dual enrollment data via the SID application. Please click the appropriate button
below to confirm your Schoal Code Master verification process: — Completed the SCM
verification, click on the

appropriate selection.

Mo changes to my SCM data are necessary

All necessary changes to my SCh data have been completed | <

Arrangements have been made to have my SCM data updated | 4—
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If you have verified that all of your SCM data are correct for all schools/facilities in your district, you
may check the box at the bottom of the screen, "Arrangements have been made to have my SCM data
updated.” After doing so, you will not see the School Code Master Verification page again for that
school/facility.

Administrative Unit - Sharing Space

If an administrative unit shares physical space with another school/facility, the district may report the
administrative unit as such and only report one set of data for the combined shared space. When the user
clicks on the administrative unit, the following screen will appear. If the district's administrative office
does share space with another school/facility, click on the button shown. The administrative unit will
then be marked with a green check mark as complete.

: 'IP [ - - - 1 ] ki - -
y 6.0.4 | LETTIET I DT O UGN & eH OTance Sl Mo

T
Michigan.qov Home CEPFI Hotme | SI0 Home |

Click here if the administrative
unit shares physical space with
another school/facility in the

district.

SID - Data Submission Form

Potterville Public Schools Central Administrative

Operating [S0/ESA Mumber: 23 If this central administrative office shares physical space with another

Operating District Number: 23090 building in your district, click the button below, Yol will not be required to

Sehool Murnher: ononn enter SID data for this building. If this office does/not share physical space
with anaother building, continue entering SID/data for this building,

Mark as Shared

h Crime 8 Safety

X Field 1: School Safety Practices

The following screen will appear when you click on "Mark as Shared":

= = i
o .I@- - - - » ¥ G - -+ r 1
X I LETTETS DT O UCaLoNal EEHONmance sAmormanon @ Michiga

[
Michigan gov Home CEPI Home | SID Home | SID FAGE | SID Lizer Guide | Contact Help Desk | Logout

SID - Submission Results

Submission saved ELICCQSEfUHYI
four central administrative office has been successfully marked as sharing space with another physical building within your
district.

Click here to return to your list of schools

tichigan.gow Home | CERI Home | 510 Home | 10 FAQs | 510 User Guide | Cortact Help Deshk | Logout
State Wieb Sites | Accessibilty Policy | Pivacy Policy | Link Policy | Security Policy
Copyright (@ 2005 State of hchigan
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The following screen will appear the next time the user clicks on the administrative unit:

| o Wit . - . - r - r 3 =hy £
. 6.0 ¢ LETTLETS DT O UCanONaI ST ONMance A Mormanon, Al () LLM
= g |

[ —— —
fichigan.coyw Home CEPl Home | SID Home | SID FAGE | SID User Guide | Contact Help Desk | Logout

SID - Data Submission Form

Potterville Public Schools Central Administrative Office

Operating ISD/ESA Number: 23 [ This central administrative office has been marked as sharing physical
Operating District Mumber: 23090 space with another building in your district. Because of this, you do not
Schaal Mumber: noona submit any SID data for this unit, If this unit has been marked incorrectly,

please click the button below to continue to enter SID data for this unit,
Building does not share space

Crime & Safety

-_l/ Field 1: School Safety Practices

Shared Space Marked in Error

If the district marks the administrative unit as sharing space in error, simply click the button
"School/facility does not share space.” The administrative unit will now be marked with a red "x" and the
district will be required to submit data for the administrative unit.

a

| of wht r - - - 3 . 3 . - ._
y. .44 LETTETI DTG ICan o EeH onmance cd normanon Click here to unselect the
fefichi an.. o Horme CEP| Home | SID Home | SIDEAGE | SID User Shared Space Opt|0n for the

SID - Data Submission Form administrative unit.

Potterville Public Schools Central Administrative Office

Operating ISD/ESA Number: 23 | This central administrative office has been marked as haring physical
Operating District Number; 23090 space with anather building in your district, Because PF this, you do not
Schoal Mumber: ooono subrit any SID data for this unit, If this unit has been marked incorrectly,

please click the button below to continue to enter SID data for this unit.
Building does not share space

Crime 8 Safety

-_l/ Field 1: School Safety Practices
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""Logout" Before a School/Facility Submission is Complete

Before you exit a field, be sure to click "save" at the bottom of the submission screen before you click on
"logout,"” so that all data entered will be saved. If the user needs to end the submission session, simply
click on the word "logout" at the top or bottom of the submission screen.

- - F3
P T P RTS .
X Wl Lemergoraucationalieeriormance sdniormaton @ Michigan. o

CEPI Home | S0 Home: | SID FAG:S | SID User Guide | Contact Help Desh

Michican.qov Home

SID - Data Submission Form

Click on "Logout" located at the top or bottom
of the screen to end session.

Click here to save data submission.

MWote: This will save your current progress. You

[ Save Data for this Sclmol.-"FaciIity] may return at a later date to complete the
submission.

Cancel and Return to SID School/Facility List

Michican oy Home | CEPl Home | S0 Home | Contact Helk De’

State Wieh Sites | Accessibility Policy | Privacy Policy | Link Policy | Security Policy
Copyrioht @ 2005 State of Michican
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Submission Screen

The screen below will appear when you click on the school/facility or administrative unit name. All fields
now appear on one screen. Districts may complete the submission one field at a time if desired. However,
be sure to save your data before you exit the SID Application each time.

Section One: Crime & Safety

Field 1: School Safety Practice, Field 2: School Safety Plan, and Field 3: School Prevention
Programs

When submitting Fields 1, 2, and 3, a "Yes" or "No" response is required for each item. You must
respond with a "Yes" or "No" for each statement by selecting the appropriate radio button.

When all responses are completed for a field, you may continue to the next field or save your data. The
save button appears at the bottom of the submission screen after Field 44: Students Who are Victims of
Violent Criminal Offenses.

LA
KH X I LETETS 0T UCatonal EeHonmance sdnormaton

[ e — -
wichigan .qov Home CEPIl Home | ZID Home | S0 FAGs | SID User Guide | Contact Help Desk | Logout
SID - Data Submission Form
Allen School

Operating ISD/ESA Mumber: 33
Operating District Mumber: 33020
Schoal Number: 000&7

Select the appropriate radio button for each
statement—Yes or No.

Crime & Safety

X Field 1: School Safety Practices

Indicate with a ves or No whether the safety practice has been implemented in vour school over thg past school
year,

[

s lllaliiellelle] la]le ke liallal - |

| School Safety Practices.
Warning codes used to alert faculty of a critical incident

I,

. Tactical evacuatlon route for students or entry mutes for emergencv suppu:ur‘t tearns
.-OFF site staglng area fnr assembly and cnmmunlcatmn at the onset u:uf l:rltll:a| |nc:|dent
_Emergency communication tree or plan

- Fac:|||t3r blueprlnts and site plan on file Wlth emergency support team

[ Control access to site durlng schnol hours (donrs locked ar mnnltnred)

"Cnntml access to grounds during school hours (gates locked ar rnonltu:ured)
"Students reqn.ured tl:n pass thraugh metal I:Ietectcnrs each |:|a3r

\.l'|5|t0rs requlred tD pass through metal detecturs

e e e e e e el e e e - |

Campus closed for most students during lunch
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Submit to Database

Districts may submit data to the database after the completion of each field, if desired. As indicated
previously, the "Save Data for this School/Facility" button appears after Field 44: Students Who are
Victims of Violent Criminal Offenses. If all sections of a given field are submitted, the field will be
saved when the "Save Data for this School/Facility™ button is clicked. If the submission is incomplete, an
error message will appear (see sample below).

/ Click the "Save Data for This School/Facility"
r'e bar to submit your data.

[ Save Data for this School_-"FaciIity] may return at a later date to complete the
submission.

Cancel and Return te SID School/Facility List

The following screen will appear if the submission is completed for the field:

| o WAl
7. 6.4.4 l LCITIETS OO UCAN0Ndl ST 0Tmance calmormauon
—
ichigan.gow Home CEPl Home | 10 Home | Contact Help Desk | Logout

50 | Submission Results

Submission saved successfully!
Your submission has been successfully saved.
Click here to return to your list of schools

After you have saved the field submission, you may click on "Click here to return to your list of
schools" to obtain access to a school/facility for further submission.

Error Message for Incomplete Data Submission

If the data submission is incomplete for a field, the following message will appear when the user clicks on
the save button. Click on "Click here to return to form and correct the errors," so that the field
submission can be completed. All data that were submitted will still appear on the submission screen.
After the data entry is completed, click on the "Save Data for this School/facility” bar again to submit the
data to the database.

1 L’ 7 ".ﬁ - - - L) 5 0 - -
X k’ | LETET DI nCatonal L eriormance cdnormation:

Michican goy Home CEPIHome | SI0 Home | Contact Help Desk | Logout

5i0 | Submission Results

Errors Found!
[Field 2] All 6 values must be submitted for School Safety Plan.
Click here to return to the form and correct the errars

Michigan.goy Home | CEPI Home | SI0 Home | Contact Help Desk | Logout
State Vieb Sites | Accessibilty Policy | Privacy Policy | Link Policy | Security Policy
Copyright @ 20035 State of Michigan
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Field 4: School Disciplinary Problems

Field 4 has been divided into three categories. Districts are to report the number of incidents in each
category.

X Field 4: School Disciplinary Problems (Student Bullying)
Indicate the number of incidents over the past school year on school property or at a school-sponsored
activity,

X Field 4: School Disciplinary Problems (Truancy)
Indicate the number of incidents over the past school year on school property or at a school-sponsored
activity,

X Field 4: School Disciplinary Problems (Disciplinary Referrals)

Indicate the number of incidents over the past school year on school property or at a school-sponsored
activity,

Definition: Districts are to report the number of incidents for each category that occurred during the past
school year on school property or at a school-sponsored activity.

Position
1 -4 Student bullying (NNNN)
5-8 Truancy (NNNN)
9 — 12 Disciplinary referrals (NNNN)

Bullying — A student is being bullied when he or she is exposed, repeatedly and over time, to negative
actions on the part of one or more students.

Bullying is chronic, occurs over time and involves an imbalance of power or strength between the
bully(ies) and the victim. The victim, in a particular situation, has difficulty defending himself/herself.
Aggressive behaviors include physical, verbal, and/or non-verbal. As a disclosure of bullying occurs,
consider individual differences between age, grade level, gender, race, ethnicity, class, social status,
religion, and past history. Earlier experiences may reveal that the offending student has been a previous
victim and perceives aggressive behavior as a successful strategy. Bullying is learned and aimed at
gaining material things and/or power. Bullying examples are listed below:

Indirect Bullying
e  Getting another person to assault someone
e Spreading gossip and harmful rumors
e Encouraging others to reject or exclude someone from a group, activity, or a relationship
e Cyber-bullying

Direct Bullying
e Hitting, kicking, shoving, spitting
e Taunting, humiliation, name calling, intimidation, degrading comments, hurtful written
communication
e Threatening, obscene gestures

Truancy — If a student is absent without an excuse by the parent/guardian, or if the student leaves school

or a class without permission of the teacher or administrator in charge, it will be considered to be an
unexcused absence, and the student shall be considered truant (absent without permission).
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Disciplinary Referrals — Staff referrals that are made to the administrative office that result in an
administrative sanction. Administrative sanctions include but are not limited to:

In-school suspension
Detention
Suspension
Expulsion
Community service

Field 5: Physical Assaults

The Comprehensive School Health and Safety Programs Unit of the Michigan Department of Education
has clarified the definition in Field 5: Physical Violence/Assaults to include only those incidents reported
to law enforcement.

Definition: Indicate the number of incidents reported to law enforcement over the past school year
involving a pupil enrolled at school committing a physical assault on school property upon another pupil,
or a person employed by or engaged as a volunteer or contractor by the school board. A physical assault
means intentionally causing or attempting to cause physical harm to another through force or violence as
defined in Section 380.1310(3)(b) and 380.1311a (12)(b) of the Michigan Compiled Laws (MCL).

Enter the number of incidents to be reported in the box located on the submission screen:

Enter number of incidents in

v Field 5: Physical Assaults the box located under the
. } e number of incidents of physical assaults H f|e|d name. that
E must

were reported to law enforcerment or that resulted in
have ocourred aver the past school yvear on school priee— -

NOTE: If a school/facility has no reportable incidents, report a value of zero when a
numeric entry is required.

Fields 6 through 29

Enter the number of incidents in each field as illustrated above. Remember, each field must be completed
for your district. If the school/facility has no reportable incidents, report zero. Be sure to use the "0" key
and not a capital letter "O" when reporting your data.

Remember, to save your submission and submit your data to the database, you must click on the "Save"
button found at the end of the submission screen.

Mote: This will save your current progress. You

[ Save Data for this Sclmol.-"FaciIity] may return at a later date to complete the
submission.

Click here to save your submission.
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Section Two: Title I — Schoolwide Program

Field 30: Title I Program and Field 31: Title I Instruction in Schoolwide Program

Fields 30 and 31 are submitted during the fall of each school year. The Fall 2007 Title I Submission will
occur during the month of October.

Migrant Program

Each field in this section has a list for districts to indicate the level of participation. Select an appropriate
response for each school/facility. Click on the appropriate radio button from the list to enter the data.
These fields are illustrated below:

Field 32: Migrant Program

Title | - Schoolwide Program (SWP)

X Field 32: Migrant Program
If the school participates in the Title I, Part C {Migrant) program, indicate the level of participation,

C’ School operates a schoolwide program (SWE) with consolidated migrart funds
O Schaool operates a migrant program with non-canszalidated funds

C‘ School does not operate a migrant program
Field 33: Migrant Project Types

X Field 33: Migrant Project Types
Indicate the type of Title I, Part < {Migrant) program this facility provides.

'C‘ Regular school year with no extended time or summerintersession

C‘ Regular schoal year with extended time with no summer/intersessiaon

'C‘ Summerirterzeszion only

'@' “er-round including regular zchool year and summerinterzession terms, with or without extended time

C‘ Schaool does nat participate inoa Title |, Part C (Migrant) program

End-of-Year 2007 Submission Page 20 of 28



MEIS/School Infrastructure Database (SID)/Application User's Guide

Section Three: Dual Enrollment

This section of the SID requires data submission for dual enroliment.

Fields 34 through 42

Each field in this section is numeric. If there are no reportable data for a field, report zero ("0"). Blank
fields will be determined as "incomplete," and will remain marked with red "X's". The following
illustrates the format for these fields:

Dual Enroliment

+ Field 34: Tuition and Fees
Record the amount of tuition and fees paid for by the district for eligible and participating students. an
] "eligible student” is a student enralled in at least one high school class in grades 11 and 12 and is alsa
enrolled in a postsecondary institution during the district's regular academic year,

" Field 35: 11th-Grade Eligible
Record the number of 11th-grade students eligible to participate. An "eligible student” is a student
] enrolled in at least one high schoal class in at least grade 11 who has corpleted all the sections of the
11th-grade MEAP,
V" Field 36: 11th-Grade Participants

Record the number of participating 11th-grade students for whom tuition and fees were paid. An
] "eligible student" is a student enrolled in at least one high school class in at least grade 11 who is also
enrolled in a postsecondary institution during the district's regular academic year,

‘/FieI(I 37: 12th-Grade Eligible
Record the number of 12th-grade students eligible to participate. An "eligible student” is a student
] enrolled in at least one high school class in at least grade 12 who has completed all the sections of the
11th-grade MEAP,
V' Field 38: 12th-Grade Participants

Record the number of participating 12th-grade students for whom tuition and fees were paid. An
] "eligible student" is a student enrolled in at least one high school class in at least grade 12 who is also
enrolled in a postsecondary institution during the district's regular academic year,
¥ Field 39: Postsecondary Courses Paid
0 Record the total nurnber of postsecondary courses paid for in compliance with State School Aid
Section 21b{1),
" Field 40: Postsecondary Courses - Postsecondary Credit
0 Record the total number of postsecondary courses paid for in compliance with State School Aid
Section 21b(1) that were granted postsecondary credit.
V' Field 41: Postsecondary Courses - High School Credit
0 Record the total nurnber of postsecondary courses paid for in compliance with State School Aid
Section 21b(1) that were granted high school credit,
" Field 42: Courses Not Completed

0 Record the total number of postsecondary courses paid for in compliance with State School Aid
Section 21b(1) that students did not complete.

[Sawe Data for this S-:hool.-"FaciIily]

After the dual enrollment data are entered, click on to submit
the data to the database.

Mote: This will save your current progress. You

[Save Data for this Sn:hool,-’FaciIity] may return at a later date to complete the
submission.

Cancel and Return to 510 School FFacility List
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Section Four: Alternative Services for Suspended and
Expelled Students; Students Who are Victims of Violent
Criminal Offenses; Mercury Levels

Field 43: Alternative Services — Suspended and Expelled Students

Definition: This field will indicate the level of acceptance for suspended and expelled students in
alternative schools for the upcoming 2006-2007 school year. This field must be reported by all schools;
however, only alternative schools should select from options 2, 3, 4, 5, 6, 7, or 8. All non-alternative
schools should select option 1. For the bulk upload submission, use the code number as the option for
data submission.

Code (for bulk upload)
The school does not operate an alternative education program.
The school does not accept suspended or expelled students.
The school accepts suspended students from the home district only.
The school accepts expelled students from the home district only.
The school accepts suspended and expelled students from the home district only.
The school accepts suspended students from other school districts.
The school accepts expelled students from other school districts.
The school accepts expelled and suspended students from other school districts.

O~NO O WDN -

As stated in MCL 380.1310 (2): "The office for safe schools in the department shall compile
information on and catalog existing alternative education programs or schools/facilities and nonpublic
schools that may be open to enrollment of individuals expelled under this section and pursuant to
section 1311(2) or 1311a, and shall periodically distribute this information to school districts for
distribution to expelled individuals."

X Field 43: Alternative Services for Suspended & Expelled Students
For alternative schools only, indicate the level of acceptance of suspended and expelled students,

C’ The schoal does not operate an aternative educstion pragram

C’ The schoal does not accept suspended or expelled studerts

C‘ The schoal sccepts suspended students from the home district only

O The schoal sccepts expelled students fram the home district only

O The schoal sccepts suspended and expelled students from the hatne district anly
{:} The schoal sccepts suspended students from ather school districts

{:} The schoal sccepts expelled students from ather school districts

'C‘ The zchool sccepts expelled and suspended student=s from other school district=

Field 44: Students Who Are Victims of Violent Criminal Offenses

Definition: Indicate the number of students who have been victims of violent criminal offenses on school
property or at a school-sponsored activity over the past school year. A student shall be considered to be a
victim of a violent criminal offense when the student, or his or her parent or legal guardian has made an
official written complaint to law enforcement officials and to school officials of the student's school
district residence that the student has been the victim of a violent criminal offense that occurred at school.

As used in the Michigan Statewide Safe School Choice Policy, "violent criminal offense” means
an act that constitutes criminal sexual conduct as defined by the Revised School Code,
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constitutes a felony violation of MCL 750.81 to 750.90g, or that constitutes an assault and
infliction of serious aggravated injury under MCL 750.81a.

v Field 44: Students Who Are Victims of Vielent Criminal Offenses

0 Indicate the number of students who have been victims of violent criminal offenses on school property
or at school-sponsored activities over the past school year,

Mote: This will save your current progress. You

[ Save Data for this School.-"FaciIity] may return at a later date to complete the
submission.

Field 45: Mercury Levels

Definition: Indicate whether or not the school/facility is in compliance with the requirement that by
December 31, 2004, all public and nonpublic schools do not purchase, store or use free flowing elemental
mercury for any experiment, display or other purpose and do not purchase, store, or use an instructment
that contains mercury, including, but not limited to, a thermometer, barometer, or sphygmomanometer or
manometer containing mercury. This field must be reported for each school/facility. Indicate the
appropriate response for each school/facility:

1 The school is mercury-free, in compliance with MCL 380.2374b.
2 The school is not yet mercury-free.
3 MCL 3808.1274b does not apply to this facility.

X Field 45: Mercury Levels

Indicate the Mercury Levels,

C‘ The zchoal iz mercury-free, in compliance with MCL3E001274k.
'C' The school is not wet mercury-free.
'C' WCL550.1 27 dh does not apaly ta this facility.

School/Facility Reports
At any time during the SID submission, a summary report is available that provides documentation of

your submission. Click on the E icon next to the school/facility name on the Welcome Screen to view
the summary report for that school/facility. Print a copy of this report for your records. Each
school/facility in your district has a separate report.
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|Lansing Public School District (33020) -]
B allen Schaol X

B attwood school Click on the report icon
(2 Eceimanremer next to the school/facility
(2 Bingharm Schoal to obtain a summary

B cw otto Middle School report.

The following page illustrates the school/facility report. The summary report includes each field reported,
followed by the data submitted for that field. The green check mark indicates that the field submission is
complete; the red "x" indicates that the field submission is not yet complete

P e A
. 6.4 l LCTTEJoTEaucational eriormance cdiniormaton @ Michig:

-
S

Michigan.qov Home CEP| Home | SID Home | SI0 FAGE | SID User Guide | Contact Help Desk | Logout

SID - Submission Summary Report

Happy School

Operating ISD/ESA Number: 03

Operating District Number: 03123

School Number: 00000 rE?, Print

rime & Safety
v School Safety Practices
Vaming codes ured b alerl Bouly ofa o el Incldent
Tackca evacualon rouk i 1 kMenks of enly 1oLk s 1 emengency supporl kams
ffslke 5 lying area fr arsembly and communicalon al e once | of ol lcal Inchien!
Emergency communicalon ke or plan

Faclllly bluepriniz ard 51k plan on fle Wil emegency suppor kam
Gonralled access ko ol dung scheol hours idoors locked of monl keed)
Gonkalled access ko grourds duting schodl hears gaks locked of mend kred)
Shalenls required ko pass hrowghme bl de kclars cach day

Ulsllors requined 1o pars eough me i de leclors

Campus clored o mor | £hilents dulng urch

iegraked Tomelard secul lyin schecl” pracices Ink school sak ly plane
Random sweeps T weapons

Require clear bock bags o ban book bags

Require 5 hilenks b wear badges of plckre 105

Require 3 | ko wear bages of plchae [D5

Prosdde s laff Karing In sk assessmenl

Stculy camerar used 1o monl K e school

Telephres proutded Inmos | clar srsoms

Ememe vy bullon prodded Inlaakore s

Fcompliance Wl e £lak law Balrequres bl as kenl who birgs @ fream ko schod be emelled £ ore sear
ncompliance wlh ESES Seclon 14502 hal requires ekl b e clminal us ice of luserile delinguency 535 kem oiang 5 kdenl whe biings adream ke school A
SChoCide KANNG INPCI I belacra SUppor W Inkrenton:

+  School Safety Plan
Sheolngs
Rlol
Bomb scares of comparable breals @ achling tre)
Dlsas kr planning omlce s, dood s, chemlcal spill, ek

Hozlages

- = =

Lochicum
+ School Prevertion Programs
mplemenied avclence preenion cunlculun
Prachced hefador modiicalondnkmenion wlh s kients
Prostded group counseling rocial work) of Derapeulls ac iy tr skelents
Proaded peer menioring o cooching program
Prosided peer medialon i kilent courly In resclung conducl problems
Prostded coralcresclulon kaining o 7kt ard £ haients

Prosded programs Bl promoke 3 sense of soclal Inkgralon among £kilents

z|=lz|z|=]|z]|=]|=

Ex lablished a holine Tor shalenls ko reporl problems
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+ Hostage 1
+ ‘Wizapons on School Property 1
+ Homicide 1
# Drive-By Shooting 1
+ Bomb Threat 1
+" Explosion 1
" Arson 1
+" Robbeny or Extortion 1
+" Unauthorized Removal of Student 1
" ThreatiAtempt of Suicide 1
W Suicide 1
+ Larcany (Theft) 1
#" llegal Drug Use or Overdose 1
+" Minor In Possession of Aeohalic Liquor 1
+" Minor In Possession of Tobacco Products 1

1

+ Bus Incident or Accident

itle | - Schoolwide Program (SWP)
Dual Enroliment.

+ Tuition and Fees 1600
+ 11th-Grade Bigible (1]
+ 11th-Grade Participants 1]
+" 1ith-Grade Bigible 12
+ 12th-Grade Participants 12
#" Postsecondary Courses Paid 12
Vv F ry Courses - F ry Credit 12
+ Postsecondary Courses - High School Credit 12
# Courses Mot Completed 1}

# Ftudents Wiho Are Sdetims of Molent Criminal Offenses o

District Submission Summary Report

At any time during the submission, a district may review a district summary report of all the data
submitted for all schools/facilities within the district. Access to the report is available on the SID Main
Menu. Click on the link as illustrated below to open the report:

| /7 "hS S . ik Sy .
X LenterdorEducatonal Performance &dnformation

CEPI Home | 510 Home | Cortact Help Desk | Logout

Welcome to the School Infrastructure Database
Current District: Melvindale-North Allen Park Schools (82045}

Set District: | |

Administrator Reports

The "End-of-Year (EOY) 2007 SID Submission” section below indicates the district(s),
school{s), and administrative unit(s) for which you are an authorized user. If you are the
authorized user for multiple districts, schools, facilities, and adrministrative units, one district
is listed when you log in to the SID Application. To access other districts for which you are
an authorized user, select the district frorm the drop-down menu.

Data submittad by school districts

i I Inf o i i : : 3
‘;:t:ih:afmlnoﬁ;:lzgﬁ:mam“ If there are districts missing from your list, please submit a security agreerment for the

about safety practices and district.
incidences of crime in public
schools, Title | Schoolwide If schoals/acilities are missing from the list for a district, verify that the School Code Master

Programs and Dual Enroliment. . s
The SID also has the capabilly to is up to date for that district.
includa information about new!
technology (hardware, networks, Reports

B dsbietueati Al e the District Submission Surnrnary Report of all your schoolfacilities in yo

t hysical cti i
::;:c:::;ﬁdyuse elf::::m}. - the current SID data collection. Click here to access

» District Submission Summary Repot g the report.
Icon Legend
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Report sample:

District Submission Summary Report

Detroit City School District (32010)

To print a copy of the report

Field
Field £4 Echoal Dispinary Probiems - Bullying
Fleld 4B Bchoal Displinary Problems - Truancy

Fileld &G Echood Displinary Froblems - Cisciplinary Refermals

Fleld 5 Pihysical Assauls

Fleld & Gang-Related Acthtly

Fieid 7 Iiegal Fessession

Field B Trespassers or Intuders

Fleid 9 Vandailsm

Fieid 10 Costof Froperty Damage
Fleid 11 Sriminal Sewusl Copausct
Field 12 Hostags

Fleld 15 Weapons on Schoal Property
Field 186 Homicide

Fieid 17 Drive-by Ehcofing

Fleld 18 Bomin Thraat

Field 15 Explasion

Fleid 20 Arson

Fieid 21 Robbery or Extorting

Field 22 Unauthorzed Remowval of Sludent
Fleld 23 ThreatiAfempt of Suldde
Fleld 24 Sulcide

Fleld 25 Larceny (Theft)

Field 26 li=gal Drug Use or Overdose
Fleld 27 Miner I Fessession of Alcoholic Liquar
Fieid 28 Miror I Fossession of Tobacco Products
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Section Six: Bulk Upload

Beginning with the EOY 2007 SID Submission, districts have two choices for data submission:
1. Online Application
2. Bulk Upload Application

Districts may either submit data online by school/facility or via the bulk upload process. If a district
submits the SID data via the online application, it is not necessary to submit a bulk upload file.

Bulk Submission/Update SID Data

For instructions on the creation of a SID upload file, please read the Addendum, Bulk Upload, EQY 2007
and the 2007 SID Record Layout at www.michigan.gov/cepi. Click on "MEIS Data Services" and then
click on the "School Infrastructure Database.” The documents are located under the heading SID Data
Manual.

The link to the Bulk Upload Application is located on the SID Main Menu as illustrated below:

Welcome to the School Infrastructure Database
Current District: Mehindale-North Allen Park Schools (82045)

Set District: I:l

Administrator Reports

The "My Schools/Facilities" section below indicates the district(s), school(s), and

administrative unit(s) for which you are an authorized user. If you are the authorized user far
multiple districts, schools, facilities, and administrative units, one district is listed when you
log in to the SID Application. To access other districts for which you are an authorized user,

Data SiGmRInd By S0l GRU ol select the district from the drop-down menu.

via the School Infrastructure L L . . .
P R a e e [f there are districts missing from your list, please submit a security agreerment for the

about safety practices and district.

incidences of crima in public

schools, Title | Schoolwide If schoolsffacilities are missing from the list for a district, verify that the School Code Master
Programs and Dual Enroliment. . to date for that district

The S1D also has the capability to R Cle e S AL e
includae information about

technology (hardware, networks, Bulk Upload

ectivity, dist learning, et . N G .
:f,ﬂg{’;;";-‘;’hy;?;,"zzngfﬁgnP & To submit your SID data for all of your district's schoolsfacilities via a comma-delimited file,

capacity and use elements). choose the bulk upload function:
« SID Bulk Subrnission
C—

new!

lcon Legend

Click here to access the
D3 SIS My SchoolsiFacilities bulk submission screen.

End-of-Year 2007 Submission Page 27 of 28


http://www.michigan.gov/cepi

MEIS/School Infrastructure Database (SID)/Application User's Guide

The following screen will appear when you click on the "SID Bulk Submission™ link:

=10 | File Upload

Instructions SID Bulk Upload

S0 data will be submitted to CEPI

using & comma-delimited (CSY Usg thig form to up_load a SID data file to CEPIL After clicking the "Upload File" button, please
file format. Please nate the weait while wour file is processed.
following tems pertaining to the
layout of the file: Enter the path and file name to upload: CI |Ck here to
Fiokie & B ard C et b (Browse.. J4 -
- 1elds , B, an mu 1=}
submitted as outlined in the Ioca‘te your fl Ie In
gg%?fﬁ?ndu:;fmarghl;' ) Important! You must include a cormplete file path when selecting your file. CEPI your Computer.
ollararad iy the Tislds in recommends thatyou use the "Browse" option to locate vour file,
the same order as defined in

the ECY 2006 SID Data Field
D:scriptions. are Ifyou enter the file path manually, & correct, complete file path may look like the

X fallowing example:
m Each field must be separated

Rilconma My DocumentsiySid csv
m  The reserved fields must be

separated by a comma and

should not cortain any data. Upload File

m Completed lines should end
weith the walue of the last
field, follovwed by a carriage
returnfine feed character
v .

w Field 1, Field 2, and Field 3 Click here to
=should each be submitted as I f I
a character string with no
separating characters up Oad your I e
between values.

= For Field 4, & comma must
separate each sub-field.

m A comma will alvways be
treated as a field separatar,
=0 be sure that field values
do not contain any commsa
characters.

The bulk submission file must be formatted as described in the EOY 2007 SID Record Layout and the
Addendum, Bulk Upload, EOY 2007. When the file is ready to be uploaded to CEPI, the district may do
so through the SID Application Bulk Upload link as illustrated above. All files submitted as a bulk
upload must end with .csv. Files submitted with any other extension will be rejected and not processed.
When submitting a file, be sure to enter your complete e-mail address and the path and file name to

{ Upload File )

upload. Use the Browse button to locate your file on your computer. Click on
After the submitting the file, please wait while your file is processed.

Bulk Submission File Upload Results

After the file has been submitted via the SID Bulk Upload Application, a File Upload Results report will
appear on your screen. If the report does not contain any error messages, all records in the file were
processed correctly. If errors are found in the upload file, correct the errors in your file and upload the
file again. (After your submission is complete, be sure to print a report of your data submission. See
Section 5: Reports, for further information.)

Sample of error messages:
TS = =1
X Xl LENTETSOTE0UCauon=t R e 0TnEance A nornanon: @ Michioan.oow” ™

Michican . goy Hotme CEPI Home | SID Home | SID FAGE | SID User Guide | Contact Help Desk | Logout

5i0 | File Upload Results

[Field B] The value submitted for SchooliFacility Mumber is not a valid schoolifacility number for your district
[Field A] Date of Count is missing.

Eeturn to SID Building List
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